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 Guide for Clients Determined Ineligible for IYTP 
Follow this guidance after a client has screened or has been assessed and determined ineligible for treatment services 

under ITYP funding. 

CREATE A CONSENT TO DHW 

CONTRACTOR 

1. After conducting a search for the client 

record under Client List, and clicking on 

Activity List, click Consent under the Activity 

List on the Navigation Pane (left menu) and 

click Add New Client Consent Record. 

 

2. Select DHW Contractor in Disclosed to 

Agency and enter a Purpose for Disclosure. 

 

3. Enter the Intake Date as the Earliest date of 

services to be consented.  Select Yes for Has 

the client signed the paper agreement form. 

 

4. Click Save and Finish. 

NOTE: The Disclosure Selection has been preset 

to include the records that need to be 

consented. 
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CREATE THE REFERRAL TO 

DHW CONTRACTOR 

 
 

1. Click Create Referral Using this Disclosure 

Agreement. 

 

2. Select the Reason.  

 

3. Select Yes for Is Consent Verification 

Required? and Is Consent Verified?. Select 

No for Continue this Episode of Care?. 

 

4. Select Central Office for Facility and IYTP for 

Program. 

 

5. Click Save and Finish. 
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CREATE THE CLIENT GROUP 

ENROLLMENT 
 

1. Click Client Profile on the Navigation Pane 

(left menu). Click Client Group Enrollment. 

 

2. Click Add Government Contract Enrollment. 

 

3. Select the IYTP Contract.  

 

4. Select the IYTP Ineligible Plan-Group. 

 

5. Enter a Start Date. 

 

6. Click Save. 
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CREATE THE PROGRAM 

ENROLLMENT 
 

1. Under the client’s Activity List, click Program 

Enroll on the Navigation Pane (left menu). 

 

2. Click Add Enrollment. 

 

3. Select the Program Name IYTP Ineligible.   

 

4. Enter a Zero (0) for Days on Wait List. 

 

5. Enter a Start Date. This date should not be 

later than the assessment or screening date. 

 

6. Click Save and Finish. 
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CREATE A PROVISIONAL 

VOUCHER 
 

1. Click Client Profile, and click Authorization. 

 

2. Click Add New Authorization Record. 

 

3. Group Enrollment and Contract will default 

to IYTP Ineligible. The Plan will default to 

IYTP. 

 

4. The Effective Date defaults to the date of 

entry; change this to the date of the 

assessment or screening date. 

 

5. Enter a note in the Comments box that the 

GAIN has been completed and consented 

and the client is deemed ineligible for 

services. 

 

6. Click Save, then click Add Service.  
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7. Choose IYTP Ineligible Services as the 

Service. Do not enter anything in #Used 

Units, this information will be added when 

your request is approved. 

 

8. Click Save and Finish. 

 

9. Click Save and Finish, again. 

 

NOTE: An Encounter Note can be entered at this 

time, if it has not been done already. You will 

not be able to release anything to billing until 

BPA has approved the Provisional Voucher. 

 

 

 

 

 

 

 
 

 

 

 


